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DI VI SI ON OF ADM NI STRATI ON
FI NANCE AND SUPPORT SERVI CES
EMPLOYEE ADM NI STRATI ON
ON- LI NE TI ME ENTRY SYSTEM

PROCEDURE NAIVE:

On-line Time Entry Docunentation and File Maintenance
Requi renment s

PURPOSE AND DESCRI PTI ON

This procedure outlines the mninmm agency requirenments
for docunmentation to be mintained by the tine
adm ni strator and the manner in which the docunentation
files should be kept. The m ni mum docunmentation required
by the agency does not prohibit the user from nmaintaining
any additional docunentation they feel is necessary.

RESPONS| BI LI TY: ACTI ON:

Section Head/ Ti me Adm ni str ator 1. Determ ne format to be
used for daily attendance
sheet. The attendance sheet

nust have t he foll ow ng
fields:
a. Enpl oyee nane
b. Dai ly hours worked
cC. Daily hours |eave

t aken and type
| eave taken

d. K-l eave earned
e. Area for t he
enpl oyee to initial
i ndi cating t hey
have verified their
time
f. Super vi sor approval
area
Ti me Admi ni strator 2. After the data for the
pay period has been entered
and accepted into t he
system t he foll ow ng

information is to be kept as
the m nimum backup required
by this agency:



a. Daily attendance sheets
initialed by t he
enpl oyee and approved by
t heir supervisor

b. Leave slips signed by

t he enpl oyee and
approved by their
supervi sor (see NOTE:
a. bel ow)

cC. Copi es of overti nme/
conpensatory approval
fornms

d. Prior Period adjustnent
fornms

e. Val i dat ed Ti me Entry
Audit Report (ZT02)

NOTE: a.) Leave slips for any |eave other than annual, sick
or conpensatory | eave require specific docunmentation (backup).

Pl ease refer to DOA Personnel Policy No. 6, the Agency Policy
i ssued by the Ofice of Personnel Services that outlines these
requi renents.

3. Establish a separate file
for each pay period in which
all docunentation for that
gi ven pay peri od i's

mai nt ai ned.

NOTE: b.) Mai nt ai ni ng docunentation in this manner wll
allow audit review with a mniml amunt of staff involvenent
and interruption.

4. Retain files established in
step 3. above for three
fiscal years unl ess t he
payrol | records in your
uni t(s) are subj ect to

federal guidelines that are
nor e stringent t han t he
State's three year record
retention requirenent.



